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One of 0GD*s problems was that of keeping the Library- 
operating at a maximum peak of efficiency* The Intellofax System 
had made available a greater volume of library document references to a 
larger volume of requesters than had ever before been possible* The increased 
output of the System had resulted in a corresponding increase in requests 
for the documentary materials referenced* In wishing to offer maximum 
Library services to all offices, the Library was faced with the dilamma 
of coalescing two variations in point of view as to these services* On 
the one hand some of the Library users insisted on an inviolate 
set of documents in the Library at all times* On the other hand, some 
insisted on the availability of library materials to their 
respective offices upon demand* In answering the criticism o£~"srr~GSR 
analyst to the unavailability of certain document^, B ecker wrote - ? 

" We clearly recognize the need for ensuring the availability 

of a master set of documents; however, keeping an original document 
collection poses problems of filing, space, circulation and reference 


which are almost overwhelming*" 




/ 


In March 19^0 the library began experimenting with a microfilm 

j! 


and. print procedure ahd by »id~3.95l it .did-.^Tdcrofilmsingle-copf material 

( 25X1 A9a ^ 

■ t //I ^Htold Andrews that the problem was urgent and he proposed that the 

kibrary microfilm all (underlining AW’s) incoming documents, keeping a 
<m copy of the document as wej^ as the microfilm* The latter would be available 


. 3a ^ i*' 


C ll tJ* 1*1 


W/l 


at all times both for viewing purposes and for reproduction in cases where 
the requester wished to retain a copy* ’$'/>/ $$$$$>/ ^ecker estimated that 


9 people would be needed for a Microfilm Section in the 
obtain optimum s ervice# 


dhre^ |in o rder to 
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With 617 >562 intelligence docijm^nts on file in the 
Library by September 1950* space had become a serious problem# 

There was no doubt in anyone’s mind that microfilming was urgently 
needed# The Machine Division and the Library worked closely to develop 
the best 3 ort of system to solve the Library problem. In January 1951 

saw equipment at EIBHHBHBHRSHHHIiiHHK 

j/v. '' 

wherein microfilm was mounted into an IBM aperture card# This system 
allowed each document that was microfilmed to become a separate entity 
in itself and not just part of a reel as was generally the case 


1/U7 flf 
Vb 

V> ' 



in most microfilm applications up to that time# 

On 28 November 1951 OCD srlated to the Project Review 
Committee jfhat the Library pr e poaad r±o> microfilm all 
intelligence documents on 16 mm film U 



then at hand was to develop a microfilm processor which, in conjunction 
with the Intellofax equipment, would ensure that the Library could give t o 
the analyst the documents which he asked for# He reported on the 

status of the project for microfilming documents, with the following 
equipment either on hand or s> on to be delivered# He expected the project 
to start experimentally in January 1951)# 

2 microfilm cameras for the purpose of making initial micro- 
film reels covering all Incoming documentsj 3 Diebold film 
processors were available for use in connection^ w ith the cameras. 

A Microtonics Film Printer had been ordered far copying the 
original reels. The copy- so produced would be cut up ijr^/ 
so that the frames could be placed in IBM window punchcards, 
while the Original reels would be placed In the Vital 
Documents Repository# 


The IBM window punchcards were available 
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Research and testing, continued throughout 1901, 1902 
and 1903* At a CZA BiWiget hearing in 1903 %. Andrews stated that 
theMach ine Divid e nds prime Job was to keep pace with new 
developments all over the count sy bat that the most important 
research then at hand was to develop a microfilm processor that, 
in conjunction with the Intellofax equipment, would ensure that t he 

j x 

Library would give to the analyst the documents whi c h he asked for* 

Microfilming of incoming documents began officially 

in March following •quipment * had-fceun “Wdaretf and w&ah 

fyAtxhJ h'tfa £> 

nw KanHt two^ microfilm cameras for the purpose of making 
initial microfilm reels, three Diebeld film processors, 
one Microtonica Film Printer for copying the original reels, 

(one copy of the reel was placed in the Vital Documents SepSeitory), 

three Films ort 

"mounters" to cut the microfilm reels and install the frames in J^hj 
the aperture cards/ one Photostat Printer-Processor to make positive ' / 

prints from the apeirbu^c^jis. 

The aperture card was a punch card which had information identifying 
the microfilmed document printed acnoss the top and l£rnn^film images 
of an lntellofaxed ebeument mounted In apertures (opening^ on the right- 
hand a ide J, Ape rture cards varied in that a single aperture might 
contain one, two, three or four apertures* Each aperture contained 
a maximum of two film images, each image being one page of a - 

The basic procedures of microfilming documents did not change 
materially until 1068 when 35mm film replaced 16mm for the 
preparation of aperture cards* 

* Detailed procedures £» were outlined in "Reference Aid on 
Machine Support Service" W (CIA/CR 20-3, December 1909 
subs Reference Aid en Machine Support Services* in CRS 
Historical Piles* 


Approved Fo 




ng, 22 Oct 03* S, 



AC At no expens ® t0 the Agency, but at OCD«s suggestion, the 

A PP roved of a new machine 

to reproduce prints 04 c£ microfilm negatives mounted in IBM-Filmsort 
(fperture) cards* Became no other machine existed at that time which 
could perfom the necessary task for 0CD»s microfilm project, Dfc, 
Andrews requested 4>t an expeditious procurement of th e automatic 
one-step reproduction equipment at a cost of approximately $3,*#. 
Thrv-Eh otOfltflti Sxpfifil tsr jlater abrwere on hand$ was the basic 



equipment^ ar copying documents and aperture cards. 




^ m °* f°/CD te Chief, Contracts Branch, P & SO, 20 Nor 53, subt 
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3 Filmsort '’mounters'* tA cut the microfilm reels 
and install the frames in the window cards had been 
ordered. Delivery was expected ■s hortly^ /wtW- 1 * 


A Photostat Printer-Processor had been designed and built in 
Pilot model (at no cost to CIA for development ) • This 
machine would enable OCD to make positive prints from 
the microfilm frames in the window cards. 


The microfilming of incomin g documents begaiy/Ln ■ 

19&. 


Each aperture card contained 8 frames, representing 
8 pages of a document. The first series of documents to be 


microfilmed were the State Department reports. This was followed 

by Air Force (asi original ozalid form to be returned tp Air Fqpce) 

in April, Amy and Navy reports in July, and the last segment- CIA 

reports in September 19£>h* The aperture cards were filed in the 
Circulation Branch of the Library by control number assigned to the document. 

With full scale microfilming in effect, the Library and 
the Machine Division sjpon decided late in 1 9$h not to microfilm 
NODEX documents because their contents did not warrant indexing. 

In April/May 195# this decision was amended so that microfilming would occur only 
for those NQDEXES which were single copy, required further routing; 
ar contained enclosures,, or were of CIA origin* thus ensuring an 


inviolate copy in the Library. 

or ^atch 

In the step-by-step processing^ procedures established for the 

flow of ^documents t H’H'Ht t microfilming occurred 

• \ 

after indexing, so that NODEX determinations could be made. 
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This had one big disadvantage in that the microfilm of the document 

other 

was not in file until after all processing had been completed. 


Tfenr4-ftf L fha 1 1 no . dMan^.g-fHrl 

became 

Print service from the aperture file vas the responsibility 
of the Circulation Branch of the Library* There 

were a number of didcussions by OCD managemisHtfc whether this 



operation should revert to the Machine Division, but the Library - y. 

mochcnioal de ve le bn e i its " ctr ^ 

wished to keep the operation. Any ^j^^SdSTprbblems connected 
aperture #§3tfc ' f if S i /// 

with the were the responsibility of the Machine Division, such 

as experimenting with improved aperture card positiobers for Filmsort 
viewers ^and with methods of printing documents from the microfilm 
viewers. 
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25X1 A9a ^CD * s Microfilming Program 

(Memo from^^^^B Ex/OCD to C/MMD re subject ) 11 April 53 

in Folder "Chrono 1952-53 Bax 58-98/6 

When prepg$*ing the revision of this memo, I think it advisable that 
you meet with the Libraiy to be sure that the ’’technical processing 1 * 
decisions which are made are entirely compatible with the ’‘service 1 * 
requirements of the Ref* and Cir* Branches 
I suggest the final paper be organized as follows: 

Part I# Technical Processes (to be written by MMD) 

Parb II Lib* Services and Files (by Ly) 

Part III,- Space and Personnel Adjustment's (by Adming) 
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Box 59-875A 

(In folder “Topics to be discussed in CIA Budget Hearing Thurs* Oct* 22, 1953) 


What is the latest status of the project for microfilming batch documents? 


Status t 

2 microfilm cameras for purpose of making initial microfilm reels 
covering all incoming documents j 3 Diebold film processors 
are available for use in connection with these cameras 

A Microtronics Film Printer has been ordered for copying the original 
reels. The copy so produced will be cut up so that the frames 
may be placed in IBM window punchcards, while the original 
reels will be placed in the Vital Documents Repository for preserve. 

The IBM window punchcards are available. 

3 Films ort “mounter 11 to cut the microfilm reels and install the frames 
in the window cards, have been ordered* Delivery expected in 2 weeks 

A Photostat Printer-Processor has been designed and built in pilot 
model (at no cost fo CIA for development) ^his machine will 
enable us to make positive prints from the microfilm frames 
in the window cards. The pilot model works well, amd requires only 
minor adjustments before deliveiy in Nov. or Dec* 

Expect to make experimental start on project in Jan 195b* 



W-AOU. . 

by on his complaints of the 

Intellofax System (27 March 5l) J Answer $ April 1951 
(in Folder CIA Library 19b9-195L Box 58-98/1) 


March 1 9%4 ' 
Answer 


25X1A9a 


“Availability of documents* This problem has received detailed 
consideration in the Library. We clearly recognize the need for 



ensuring the availability #1 a master set of documents) however, 
keeping an original document collection poses problems of filing, 
dj^ace, circulation, and reference which afe almost overwhelmibg* 
Therefore, in March 1950 we began experimenting with a microfilm 


and print procedure which would guarantee that every document 
received in the OCD B a tch System would be permanently ^on i^le. 0/RR and 


other operating offices in CIA have given their 

change in procedure andS®@B^!!&iated that we 

microfilming the single- copy material immediately* 


EQGBtrc&renc^ thld radical 
wtetobhe to start 
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MICROFILMED 

5 October 1951 Nemo from Er. Andrews to AD/OIC (in Folder CIA Library 
19U9-51. Bcoc 58-98/1) 

• "The Library proposed that it microfilm all intelligence documents 
currently received, keeping a copy of the document as well as 
of the microfilm* The document itdelf will be a Reference Copy, 
available on loan for a period not to exceed 1 week* The microfilm 
would be available ay all times both for viewing purposes, as well 
as for r eproduction in such cases where the requester wishes to 
retain a copy* 

To obtain this o////// type of optimum service, the CIA Iy 
estaimates the following additions to its current T/0s 
3* 9 people for a Microfilm Section topped by a GS-7 

v The problem as presented is urgent and is a continuing one* 


1* The CIA Library wishes to offer maximum library services to 
all offices* It is now faced with the dilemma of coalescing 
two variations in point iof view as to these services* On the one 
hand some of the library users insist on an inviolate set of documents 
in t he Library at all times. On the other hand, some insist 
on the availability of library materials to their respective offices 
upon demand, These conflicting views now reach the Office level* 

To resolve the problem requires a decision from your Office 


based on coordinated Agency opinion* 


- Hi (id 5 / 





r/4 / 


Need to microfilms Flans to microfilm documents acquired ty the CIA library in order to 
conserve space and to supply //^///// reproduction copies on request without the 
delay of tracing and recalling the file copied that a r e out on loan . 
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(see Folder "Chrono 1952-53"® 
58-98/6) 


FILMS CRT 

Memo from Andrews to Chief, Contracts Branch, P $ SO 20 Nov 53 

^Re truest far Purchase of Photostat Copy-Card Filmsort type \chine ejf 

e t o ok the development of a new machine 
to reproduce prints of microfilm negatives mounted in IBM-Filmsort caid# 

W e understand that this particular automatic one-step reproduction equipment 
will be ready in mid-November. No other machine exists that can perform 
this necessary task for the advanced 0CD microfilm project. 


Projects to be Undertaken within the Year 27 Jan 53 
Memo frog* AD/CD to AD’s all over agency 


(Folder "Chrono 52-53'* 

25X1A5a1 
a printing and 


The MD expects to obtain from the 
processing machine to produce immediate prints from 5 x 8" cards, 
and a printing and processing machine to produce $ n x 8J” prints from 
16mm film contained in IBM aperture cards (prints to be produced in 
\£ seconds or less) 
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NEED FOR MICROFILMING 

(in Folder marked Historical Extra Copies 
Office of Collection and Dissemination Prepared by Andrews 
August 19E>1| for the Clark Committee) Bck $ 9 - 875/1 


Good as it is, the Intellofsx System is incapable of solving 
scape reference problems which are always before us# The Library could 
not possibly file multiple copies of every report on the chance that 
several might some day be needed, and a good many of the important records a 
only received in single copy anyhow# 

Machine Div and the Library are now working of a system which is 
16/17 expected to solve this problem# A incoming reports will be microfilmed 
immediately upon receipt, and the separate microfilm frames will be 
mounted in IBM punch sards# Each card will contain 8 frames, comprising 
a leader frame containing the same info that is now printed on the fax cards 
and 7 other frames representing 7 pages of an Intel, repy# 
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A screening committee of librarians and machine people 

cbcuments at 



the intake point and to work up proper procedures* The first 
documents microfilmed were State Department despatches* These were 
followed 1 ' by Air Force reports (from an original ozalid copy, which 
had to be returned to the Air Force within U8 hours) i n Jpril j by 
Amy and Navy reports in Julyj and by the last segment —CIA reperts- 
in September* 


The aperture cards were filed in the Circulation 
Branch of the Library by control number assigned to the 
document* 3 Smv rod film was used for documents over $0 pages 
in length* Bulky and oversized documents were not microfilmed. 
The remainder of the documents were photographed on I6nm» film* 

, 7 ” 

* (See page 1*6 for microfilm designators of control numbers on 
scnyce cards.) 


With full-scale microfilming in effect, the 

t?f\ P 

Library and the-Machiae- Division decided late in 19$k not to 
microfilm NQDEX documents because their contents did not meet 
indexing standards. In April 1 9$$ this decision was amended so 
the microfilming would occur only for thode NQDEXES that were 
single copy, required, further routing, contained enclosures or 
were of CIA origin, thus ensuring an inviolate copy in the Library* 
In the step-by-step processing or batch procedures 
established for the flew of most documents, microfilming occurred 
after indexing, so that NQDEX determination could be made first* 
Approved of document 

was nob on file until after all ether processing had been completed* 
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Print service from the aperture film became the responsibility 
of the Circulation Branch* Any equipment developments or problems 
were the responsibility of t he Ma c hin e Di vision, such as experimenting 
with improved aperture card positioners for Fllmsort viewers and 
with methods of printing documents from t he microfilm viewers* 



With the inauguration <£ the complete microfilming program, 
the division was given permission through an inter-agency 

fit. /W'VvV-f .-’UA^vCk f0$ 

agreement to furnish -SSt with a film copy of all material 




